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Accela Citizens Access (ACA) Instruction Modules 

Module : Applying for a Planning & Zoning Applications – Variance 
 
Step 1 – Navigate to application. Once you have created your account in ACA and log in you can now 
apply for permits, submit applications, and make payments. 
 

These instructions pertain to actions for Planning Application. From the homepage https://aca-
prod.accela.com/shelbyco there are a couple of ways to navigate for applying for licenses. One way is to 
scroll down the page and click on “Create an Application” in the blue box under the heading 
Construction Enforcement. This will take you directly to the application start.  

 

Another way to access creating an application is to click on the heading “Planning & Zoning 
Applications” at the top of this section. This will take you to a general page where you will need to click 
on  “Create an Application”. 

 

Click here to go directly to  
application start 

https://aca-prod.accela.com/shelbyco
https://aca-prod.accela.com/shelbyco


 

Step 2 – Start the application process. Read the disclaimer, check the box, and click “Continue 
Application” 

 

Step 3 – Select Application Type. Now you will need to select the type of license to apply for. There will 
be 3 categories listed with an arrow that expands to list the subcategories. Expand all the arrows to see 
what can be selected. You can only apply for 1 type of license at a time. Click “Continue Application.” 

 

Click here to continue 

Click here first 

Then click here 

Click the arrows to expand the 
selections 

Then click into the circle beside 
the one you want to select 

 

Then click Continue Application 



 

 

 

 

Step 4 – Fill out the location information. The most important thing to provide here is the address, the 
Parcel number and owner information for the location. The best and easiest way to get an accurate 
address and to automatically fill in the Parcel and owner information is to simply enter the street 
number and click Search at the bottom.  

 

 

 

 

 

 

 

 

A pop up will open to a window for you to scroll through to find the correct address. Click the circle next 
the address and the system will locate the parcel and the owner information. Click Select at the bottom 
of the Pop-Up window.  

 

 

 

 

 

 

 

 

Enter street number and then 

Click Search 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The system will take you back to the main application page. Click Continue Application. 

 

Step 5 – Adding contacts to the application. This application requires an Application and a Billing 
Contact. The Applicant is the primary contact person for this record and the Billing Contact is the person 
to whom bills should be directed for the annual renewals. They can be the same person. You can either 
select contacts already set up for the account as part of Account Management (covered in another 
tutorial) or Add New. For these instructions we will Add New.  

 

Select the address by 
clicking into the 

 

Click Select if this is the correct location 



 

Step 6 – Fill in the project information. This includes sections for Project Details and Preapplication 
meeting information. Fill in all fields with an asterisk next to it.  

 

Click Select from Account 

Or Add New 



 

Step 7 – Fill in the Finding of Facts. This includes sections for Variance criteria for Board of Adjustment. 
Fill in all fields with an asterisk next to it. 

 



Step 8 – Uploading supporting documents. It there are relevant documents that need to be attached to 
this application you have 2 options. 1) if you have already uploaded documents in your Account 
Management section then you can click Select from Account or 2) you can upload directly from here by 
clicking Add. 

 

 

 

Click Add to open your file navigation and navigate to the file you want to upload. Click Continue.  

 

You will need to add a description, select the type, and then Click Save. You can add additional 
documents if needed.  

 

 

 

Select document from account  

Or add right here 

Select Type 

Insert required 
description here 



 

 

 

 

 

 

 

 

 

Step 9 – Review Application. You have an opportunity to review all the information entered for this 
application and have the opportunity to make changes to any section by clicking the Edit button on the 
far right of the section. When you are finished reviewing click Continue Application. 

Step 10 – Pay Fees. Review the fees and click the Check Out button at the bottom. 



 

You will be taken to the Cart. If there are more than one application in your cart you will need to select 
which or all that you want to pay for at this time. Click Check Out again and the payment information 
form will open. Enter all necessary credit card information and Click Submit Payment.  

 

Once you have successfully paid the fees you are taken to the receipt page where you can view and 
print.  



 

 

Step 11 – Check Status of Application. You can now go to the main page under “Planning & Zoning 
Applications” and see the application listed below.  

 

 

Click here to get details 
and status of application 


